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CHAPTER I 
INTRODUCTION 
Statement of the Problem 
The problem or this thesis was to make a job-ac'tivity 
analysis and a follow-up study of the business department 
-· -
graduates of Vermont Junior College for the years 19~5, 
191+6' 1947' 1948' arid 1911-9. 
Analysis of the Problem 
This study has three definite purposes: 
1. To determine whether the training received at 
Vermont Junior College was adequate in preparing 
students for beginning office jobs. 
2. To obtain information concerning the abilities 
and skills most commonly used by the graduates 
in beginning office jobs. 
3. To offer suggestions tor improvements 1n the 
secretarial science curriculum if the firulings 
of this study deem it advisable. 
The following basic questions were included in the 
study of the effectiveness of the curriculum: 
1. How soon after graduation did the students 
secure their first position? 
2. From what sources have graduates secured 
their first position? 
3. Was further training necessary in order for 
them to meet the qualifications of their 
present position? 
~. How many graduates are still working for 
their original employers? 
5. Why do graduates leave their first position? 
6. Do the graduates reel that the college should 
maintain a placement service? 
7. What subjects were most helpful to the 
graduates in their beginning office jobs? 
8. What subjects not taught in school would 
have been helptul in present positions? 
9. Which dutie$ and activities are most 
frequently performed by beginning office 
workers? 
10. Where should the most frequently performed 
duties be learned--in school, on the job, 
or both in school and on the job? 
11. How many of the graduates are employed in 
large concerns? How many are employed in 
small concerns? 
12. Which duties are performed most frequently 
in the areas of typewriting, stenography, 
bookkeeping, office machines, and tiling? 
13. Which office machines are most frequently 
used by the graduates? 
1~. Do the graduates feel that they were 
adequately prepared by the college to be 
successful on the job? 
15. In the opinion of the graduates, how could 
the college have helped them more? 
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This study should contribute the necessary information 
regarding the skills needed by office workers for success 
on the job and acquaint students with the varied duties 
which are performed by office workers. 
On the value of follow-up studies, Dame1 makes the 
following statement: 
The fundamental function or objective of the 
follow-up procedure is to yield better guidance of 
those still in school. To be sure, the school should 
assume as much responsibility as it is capable of 
providing for the placement or its business graduates, 
but at this point all effort should not stop. It is 
not so much the further guidance of the graduates, 
but the further improvement in the instruction of 
those yet to graduate, as determined by the experi-
ences of those on the job, that should be the primary 
interest of the school in conducting sueh a program. 
Whitney2 points out that an activity analysis for the 
purpose of curriculum construction is based on the theory 
that learners should be taught to do better what they will 
do anyway. 
Since students at Vermont Junior College represent 
several states other than Vermont, the effectiveness of the 
business curriculum should be determined to see if it meets 
the requirements of employers in various communities. 
lname, Brinkman, and Weaver, Prognosis, Guidance ~ 
Placement !a Business E~cation, South-Western Publishing 
Company, Cincinnati, 19 , p.S;. 
2wh1tney, Frederick L., the~Elements of Research, 
Prentice-Hall Inc., New York, 19 2, p. 170. 
4 
The study would give intormation about the positions 
obtained by the graduates so that the student would have 
some idea about the type or position he could apply for 
upon graduation. 
Both instructors and students should know what duties 
and skills are expected of the beginning office worker so 
that classroom instruction can better prepare the student 
to meet the demands of business. 
The results or this survey can be used by guidance 
counselors to aiding students plan for future positions by 
providing up-to-date information on available opportunities 
for employment. 
As no previous follow-up study or job-activity analysis 
has ever been made of the graduates of the business education 
department of Vermont Junior College, this fact further 
indicates the need for such a study. 
Delimitation of the Problem 
This study was limited to a study of the graduates of 
the secretarial science curriculum for the years 19~5, 19~, 
19~7, 1948, and 1949. It did not include those students who 
left college at the end of their freshman year or men students 
who majored in business administration. 
5 
Statement of Organization into Chapters 
Chapter I sets forth a statement of the problem 
and includes analysis, justification, and delimitation of 
the study. 
Chapter II. 
A review of related research is contained in 
In Chapter III, the steps of the procedure 
used in this study are outlined. Chapter IV presents an 
analysis of the returns from the data sheets and Chapter v 
presents an analysis of job activities of graduates. A 
summary of findings and conclusions are presented in 
Chapter VI. Chapter VII contains recommendations for 
improving the business curriculum. 
G 
CHAPTER II 
REVIEW OF RELATED RESEARCH 
This chapter presents a review ot selected follow-up 
studies that have been made in the field or business 
education. In the first few pages, a brief history is 
given ot the junior college, including its functions, and 
aims. 
As stated in the writing ot Eells,l William Rainey 
Harper, first President or the University or Chicago, is 
said to be the "Father ot the Junior College Movement." 
He states that the University ot Chicago was the first to 
separate the senior college and junior college in 1892. 
President Harper pointed out that two or the five important 
results of a separate junior college would be that "many 
students will find it convenient to give up college work 
at the end of the sophomore year," and that "many students 
who would not otherwise do so, will undertake at least 
two years of college work." 
The junior college has a variety of functions. It is 
responsible for both general and vocational education. 
These functions vary in different sections of the country 
and in different types of institutions. One of the most 
!Eells, W. c. Present Status 2! Junior College Terminal 
Education, Washington, D. c., American Association of Junior 
Colleges, 1941, p. 15. · 
important functions is the recognition of "terminal education," 
or the completion of formal full-time education. 
Eellsl says the junior college recognizes the general 
or cultural phase as well as vocational, or semiprofessional 
education. He continues to state that an aim which has 
played an important part in the development of the junior 
college movement is the providing of terminal courses, usually 
vocational in character, so that the student may "round out" 
his education and at the end of two years be qualified to 
take up his vocational activities in a well•prepared and 
competent manner. 
A study made by Proctor2 in 1930 revealed that more 
than two-thirds of 2,~00 prospective junior college students 
in Alameda, Berkeley, Oakland, and San Francisco expressed 
a preference for semiprofessional courses over academic and 
preprofessional courses. Courses in the business field 
ranked highest, being preferred by almost 30 per cent of 
the students. Thus, from the very beginning of the junior 
college movement, the need for terminal education has been 
recognized. 
llbid., p. 15. 
2Proctor, w. M., "Student Interest in Junior Colleges," 
Junior College Journal, November, 1930, Vol. 1, _P• 87. 
;§ 
On the subject of terminal education Tonne1 says: 
Over a third of the terminal programs--
for those not preparing for entrance into 
senior colleges--are vocational in nature. • • 
General business curricula tend to predominate 
in the junior-college business training with 
secretarial training a close second. 
Eells2 quotes F. G. Nichols on the importance of 
the junior college: 
The junior eollege is an essential part 
of our educational program. • .I am thoroughly 
convinced that most of the training for the 
skilled jobs in the office, store, and outside 
selling field should be done on the post-high 
school level. 
At present the enrollment of the junior college is 
continuing to climb sharply. According to the latest 
available statistics, as presented in the January issue 
of the 1948 Junior College Journal, there were 663 junior 
colleges in operation during 1946-1947.3 
Follow-up studies are becoming increasingly important 
4 tor several reasons. According to Enterline, the purposes 
of a follow-up program in vocational business education are: 
l.Eells, QR• cit., p. 19. 
· ( .~ 
. .-. _,;. 
~ells, Ylhl: . Junior College Terminal Education4 Washington, D. c., American Association of Junior Colleges, 19 1, p. 186. 
3sanders, Shirley, "Analysis of Junior-College Growth," 
Junior College Journal, January, 1948, p. 307. 
4Enterline, H. G., "Trends of Thought in Business Education," 
Monograph ~' South-Western Publishing Company, Cincinnati, 
1949; p. 2b. 

,. \ 
Questionnaires were mailed to the graduates of the 
classes of 1929, 1930, and 1931, as well as to the classes 
of 1937, 1938, and 1939. Replies from 182 students were 
received out or 353 graduates who were asked to fill out 
the questionnaire. 
!he author concluded from his results that the types 
1 .1_ 
of businesses offering initial employment were manufacturing, 
financial, construction, building firms, and public utility. 
These groups employed 6~.48 per cent or the graduates or 
the years 1929, 1930, and 1931, and l.t-8.11 per cent of the 
graduates or the years 1937, 1938, and 1939. The majority 
ot firms offering initial employment were in Massachusetts. 
Foodstuffs, automotive, retail stores, fuel, ice, grain, 
and miscellaneous firms employed 30.26 per cent of Group I 
and 48.12 per cent of Group II. The majority of firms 
offering initial employment were large organizations. 
More men were working for small companies in Group II 
which represented the classes of 1937, 1938, and 1939. The 
major initial employment was clerical work. The beginning 
salaries were higher in Group I, but those in Group II were 
receiving higher salaries at the time of the study. The 
reasons for leaving initial jobs were for more responsibility, 
better chance of advancement, better working conditions, and 
increase of salary. Other reasons were because the firm went 
out of business or the job was discontinued. 
:12 
Correspondence, accounting, typing, English, and 
salesmanship were considered important in training for 
clerical positions; while economies, business law, finance, 
and marketing were considered most valuable for general 
business understanding. Many of the graduates of 1929, 
1930, and 1931 took courses in order to progress on the job; 
while many of the graduates of 1937, 1938, and 1939 took 
courses tor degree credit. Chandler contended that the 
students' preparation tor initial jobs was adequate. 
Santamaria1 conducted a study to analyze the office 
services of office workers in communities of 10,000 
population or less as a basis for determining the business 
curriculum content of high schools located in sueh communities. 
The problem was divided into major problems and sub-problems: 
1. An analysis of the duties performed by office 
workers in communities of 10,000 population 
or less as a basis for determining how to 
improve or supplement the instruction already 
given in the commercial curriculum in the high 
schools of such communities. 
a. To find out from the employees which of 
the duties they perform are important or 
unimportant , which should be taught in 
school, on the· job, and how much time in 
terms of m~nutes per day, hours per week, 
and weeks per year they spend on each duty. 
·· 
1
santamaria, Catherine, Job AnalYsis g.! Office Services 
Performed R% Office Workers in Smal~ Communities, Master's 
Thesis, Boston University, 1~1, 20 pp. 

Through her findings she learned that bookkeeping 
duties were ranked high by employees and employers as to 
frequency of performance and mention. The amount or time 
spent on eaeh or the duties is significant. or the 13 
bookkeeping duties on the original check list, 12 were 
within the first five deeiles, with unanimous agreement b,y 
employees and employers for school instruction for all 12 
activities to be taught on the mastery level. 
14 
Tae stenographic duties, "take dictation" and "transcribe 
from shorthand notes," rank in the first decile by employees 
and employers. Employees spend more minutes per day (2,650 
and 3,560) and hours per week (246 1/2 and 3~ 1/2) on these 
transcription duties than any other single dut~ submitted 
tor their consideration. The stenographic duty "compose 
letters for employer" ranks within the first decile according 
to employees' rankings and within the fourth decile according 
to employers' rankings. Both groups, however, agreed that 
composing letters should be taught both in school and on the 
job. 
The various interpretations of the workers' activities, 
both from the employees' and employers' points of view, 
indicate a predominance of clerical duties, but not so much 
time was spent on each individual duty as on each or tbe 
bookkeeping and stenographic duties. According to Santaaaria, 
some of the clerical duties should be learned on the job. 
Specialized duties that pertain to certain types of businesses 
should not be taught in school. 
The author found that the most important trait an office 
worker should possess was accuracy. Both employers and 
employees place more importance on traits that pertain to 
the actual performing of the office activities, such as 
accuracy, intelligence, efficiency, concentration, judgment, 
and initiative than on traits that are indicative of an 
individual's attitudes and actions toward others. 
The study showed that of the 169 office workers surveyed, 
147, or 88 per cent, received their general educa~ion in 
high school. Office workers in the communities studied 
depend a great deal on their high school for their business 
education. The data collected indicates that the high school 
graduates were employed within their own communities. 
A thesis that is related to Santamaria's and Chandler's 
was written by Ryan.l She attempt ed to determine which skills 
and abilities were most commonly used by high school graduates 
in beginning office jobs, and whether school preparation was 
adequate for reasonably satisfactory job adjustment. 
lRya~~'-~ary Agnes, A Job-Activity 4nalys1s ~ Follow-YR 
Study Q! ~' ~' and 1948 Business Department Graduates 
21 Nashua High School4 Nashua, ~Hampshire, Master's Thesis, Boston University, 19 9, 95 pp. 
The author compiled a check list and data sheet and 
mailed them, accompanied by a letter of transmittal, to 
150 graduates. Some of the basic questions asked on the 
inquiry form were: How soon after graduation have the 
graduates been placed in office jobs? Through what sources 
are they secured? Which duties are most frequently performed 
by beginning office workers? Which of the most frequently 
performed activities are the most significant from the 
standpoint of comparative time spent in performing them 
and the feasibility of offering school training? Which are 
the most frequently performed duties in the individual 
subject areas of typing, bookkeeping, stenography, office 
machines, and filing? What is the general attitude of 
graduates toward high school training as revealed in 
comments and suggestions offered for improving school 
preparation? 
Of the 150 questionnaire forms mailed, 134 were 
returned. This represents 89 per cent of the total number 
sent out. From these returns the following conclusions 
were drawn by the author: Duties and office activities of 
a general clerical nature far outnumbered the specialized 
type of activities, such as stenographic and bookkeeping 
activities. Typing and filing were the most numerous 
activities and the most commonly advocated for school train-
ing by the graduates. The office machines most frequently 
used were the Burroughs adding machine, the Monroe calculator, 
and the Comptometer key-driven calculator. Addition was 
performed most frequently on the comptometer. Duplicating 
machine operation vas not required on very many beginning 
office jobs, although preparation for this work received 
major emphasis in the high school training program at the 
time of the study. 
Answering the telephone, meeting callers, office house-
keeping, and composing letters at the typewriter were high 
on the frequency list, although these did not receive 
major emphasis in high school preparation at the time of 
the study. 
While manufacturing types of businesses and large 
business offices employed the greatest number of high 
school business course graduates, employment was obtained 
in a wide variety of offices and business concerns. 
The research instrument used by Ryan formed the basis 
for the instrument used by the writer in the present study. 
A few changes and additions were made in the instrument in 
revising it for use on the junior college level. 
CHAPTER III 
METHOD 0F PROCEDURE 
The procedures employed in conducting the follow-up 
study and job-activity analysis were as follows: 
1. Permission was secured from the President of 
Vermont Junior College to conduct the survey 
and to use the name of the school. 
2. An analysis of related research was made in 
the field of job-activity analysis to obtain 
a background tor the study. 
3. A data sheet and cheek list were developed 
to obtain the data desired for the study. 
~. A data sheet and cheek list accompanied by 
a letter of transmittal was sent to 110 
secretarial graduates of Vermont Junior College 
of the classes of 1945 through 19~9. 
5. Follow-up cards were sent to .the ,graduates 
who did not return the eheck list. 
6. The responses from the data sheets and check 
lists were tabulated, analyzed, and summarized. 
7. On the basis of the findings recommendations 
were made for improving the curriculum. 
Arter permission had been Jbtained to conduct the 
survey, the investigator proceeded to make out a letter 
of transmittal and data sheet. 
The content of the data sheet consisted primarily of 
questions relating to the business education curriculum. 
The following questions were incorporated in the cheek list: 
1.8 
1. How soon after graduation did the students 
secure their first position? 
2. From what sources have graduates secured 
their first positions? .. 
3. Was further training necessary in order tQr 
them to meet the qualifications of their 
present position? 
~. How many graduates are still working for 
their original employers? 
5. Why do graduates leave their first position? 
6. Do the graduates reel that the college should 
maintain a placement service? 
? • What subjects were most helpful to the 
graduates in their beginning office jobs? 
8. What subjects not taught in school would 
have been helpful in present positions? 
9. Which duties and activities are most 
frequently performed by beginning office 
workers? 
10. Where should the most frequently performed 
duties be learned--in school, on the job, 
or both in school and on the job? 
11. How many of the graduates are employed in 
large concerns? How many are employed in 
small concerns? 
12. Which duties are performed most frequently 
in the areas or typewriting, stenography, 
bookkeeping, office machines, and filing? 
13. Which office machines are most frequently 
used by the graduates? 
1~. Do the graduates feel that they were 
adequately prepared by the college to be 
successful on the job? 
15. In the opinion of the graduates, how could 
the college have helped them more? 
The cheek list consisted of 90 activities and was 
based on the Charters and Whitley,! Santamaria,2 and Ryan3 
studies. The cheek list consisted of six major classifica-
tions headed "Typing," "Stenographic," "Filing," "Office 
Machines," "Bookkeeping," and "General Office Activities." 
Provision was made for placing a check mark under one ot 
the following five headings for each activity performed: 
·~one more than half of every day," ttoone less than half 
of every day," ~one often through the week," ~one occasion-
ally through the week," MOone monthly or less often." 
In order to determine, in the opinion or office workers, 
whether the activities performed should be learned "In School," 
"On the Job," or "Both in School and On the Job," provision 
was made tor placing a check mark opposite each activity 
under one of the three headings. 
Before the data sheet, check list, and letter ot 
transmittal were mailed, they were submitted to the President 
of Vermont Junior College tor his approval. After his 
approval was obtained, copies of all three forms were mailed 
to 110 business graduates of the classes ot 19~5, 1946, 1~7, 
1Charters, W. W.! and Whitley, Isadore B., jpalrsis 2( 
Secretarial Duties and traits, Williams and Wilkins Co., 
Baltimore, 1924, l8~p. 
2santamaria, 2Q.• ill· 
3Ryan, 2ll• ill· 

Table I shows that the greatest number of returns 
came from the classes of 1947, 1948, and 1949. The 
investigator knew these students personally and received 
many letters from these graduates expressing their approval 
ot the survey. 


secured jobs for 16 per cent of the graduates. .~though 
the school has no placement bureau, 9 per cent of the 
business graduates obtained their positions through school 
referrals. Local businessmen request our graduates, but 
-
the majority of the graduates live out of state and desire 
employment near their homes. Eight per cent secured 
positions by answering advertisements, while Government 
agencies assisted 2 per cent. Farents were responsible 
for 2 per cent of the graduates obtaining positions and 
1 per cent secured positions through other sources. 
25 
All the business graduate.s obtained employment in less 
than six months after graduation. Most of the .graduates 
took the summer months off and began working in September, 
three months after graduation. A number of graduates 
obtained employment immediately. }ihile still attending 
school, they were encouraged to \'Trite letters of application 
before graduation. Several students were promised jobs as 
a result of these letters. 
Although business opportunities were unusually good 
during these years, the graduates showed initiative and 
enthusiasm as evidenced by the fact that 44 per cent of 
the graduates obtained their first position by applying 
directly to the employer. 







Sixty-three graduates reported increases in salary 
ranging from .*2 to $23. Nine graduates did not mention 
their salary and three graduates from the class of 1948 
received no financial remuneration. The graduates of the 
class of 1949 were not expected to show any increase in 
salary as they had recently obtained their positions. 
However, nine members of this class reported increases 
from $2 to $8. 
The average weekly wage increases over beginning 
wages for the five classes included in the study '\'lere: 
1945- $16.08 
1946 - 13.41 
1947 - 13.56 
1948 - 6.58 
1949 - 1.37 
The average increases per week, with the exception of 
the class of 1947, are definitely decreasing. The graduates 
of the class of 1945 received the greatest increase in 
salary, ho'\tever, their beginning weekly wages were lower 
than those of the other classes . The average weekly increase 
for the class of 1949 was only $1.37. These graduates had 
recently started work at the time of the study. Their 
average beginning weekly wage '\tas $8.09 higher t han the 
average beginning salary for the class of 1945, $5.82 higher 
than the class of 1946, $3.96 higher than the class of 1947, 
and $2.52 higher than the class of 1948. 



The following comments were most frequently made: 
"As a medical secretary, I suggest more laboratory 
~ 
work be given in taking blood counts, study of the blood, and 
more bacteriology work." 
"loore stress should be placed on business English. " 
-
11Most employers want experienced help, therefore, I 
think it extremely important for every secretarial student 
to have actual job experience. Students should be placed 
in offices throughout Montpelier as part of their training." 
~ 
"I handle a great deal of correspondence and could have 
- ' 
used more training in making up my own letters. 11 
"Medical shorthand should be offered. 11 
"More individual guidance and counseling is needed. " 
"The school should have a placement service." 
"Students should take dictation from other people 
besides the teacher to get used to different voices." 
~ 
11 More dictation to the typewriter would be helpful." 
- -
Although 96 per cent of the graduates expressed themselves 
as being satisfied with the preparation they received, the 
comments made by them indicate that some improvement can be 
made in the curriculum. 



·CHAPTER V 
ANALYSIS OF JOB ACTIVITIES OF GRADUATES 
A check list was used for collecting data regarding 
office activities most frequently performed by beginning 
office workers. Eighty-seven of the 98 graduates w.ho 
replied to the questionnaire filled in the check list forms. 
The following table includes the 90 activities which 
appeared on the original cheek list. These activities 
are placed in order of frequency of performance. The 
"activity number" represents the place where the activity 
appeared on the check list forms. "Rank number" indicates 
where the activity stands in the order of frequency of 
performance. The "total frequency" column contains the 
following five headings which show how often each activity 
is performed: KOone more than half of every day," "Done 
less than half of every day," "Done often through the week," 
"Done occasional ly through the week," "Done monthly or less 
often." 
The following headings represent where the activities 
should be taught in the opinion of the graduates: in school, 
on the job, or both in school and on the job. 
11 -L ,:: __ , 








.so 
As shown in Table XIII, the three highest ranking 
activities, according to the number of graduates performing 
them, were "answering the telephone," "addressing. envelopes," 
' 
and "alphabetic filing." The majority ot the graduates 
felt that these activities should be learned in school or 
both in school and on the job. 
"Typing reports and notices," tttyping letters from 
longhand," and "taking dictation in shorthand and tran-
scribing," ranked very high in total frequencies. While 
the graduates felt that the two typing activities mentioned 
above could be taught in school or both in school and on 
the job, 60 out or 63 graduates who performed the duty, 
"taking dictation in shorthand and transcribing," agreed 
that this activity should be taught in school. Meeting 
callers, composing letters, and sorting material for filing 
ranked ninth. 
Other duties rating high on the frequency list were 
"using multiple carbon packs," "tilling in printed forms," 
"making folder titles and labels," "ordering supplies," 
"typing lists of various kinds," "typing cards tor tiling," 
"tabulating and statistical work," and''copying from rough 
draft." With the exception of "ordering supplies," 
graduates recommended the activities be taught in school. 
The calculating machine used most frequently was the 
Burroughs adding machine. Of the 35 people reporting 
this activity, only one thought it should be learned on 
the job. The machine was used occasionally through the 
week by 11 people, and monthly or less often by 10 people. 
Business machines were used infrequently for the 
most part. Operating the mimeograph was reported by 30 
graduates, the majority using it "monthly or less often." 
Only two believed it should be learned on the job. 
Table XIII shows that more typing activities are 
performed by this particular group or office workers than 
any other activity, with the specialized skill of shorthand 
also high on the frequency list. Sixty-three out of 87 
graduates employed in offices used shorthand. 
5:1 
The bookkeeping aetivities were well down on the 
frequency list. Although these activities were infrequently 
performed, most of the graduates thought they should be 
taught to some extent in school. 
Provision was made for the graduates to list other 
activities which they performed in addition to the 90 
activities listed on the forms. 
The investigator found that the additional duties 
listed by the graduates were of a specialized nature and 
pertained to specific businesses. 
-_, , _ .. lfJI1 l.' .. c..·:.:.l ~: 
-."'hoot ot :~ _:·_ .. ca:l~-~ 
~ _, 
............_ : ;:•rt.. . .-.-·- .. 

After a careful study o:f 18ble· XIII, the next step was 
to set up a list o:f 11Sign1:ficant Activities Performed by 
Beginning O:f:fice. Employees Which Should be i\9.ught in School. 11 
In order to :facilitate the hand1.1ng o:f time-frequency 
data contained in ~ble XIII, the :five types of recurrence 
:frequencies listed were· combined into three- types • . Activities 
performed "Mere than half' o:f every day" were considered 
Major Activities. TJ:iose done "Less than ,hal:f o:f every day 11 
and 110:ften- through the week'' were considered as RegW.ar 
Activities, and those performed "Occasionally through the 
-
week" and "Monthly or less o:ften" were -considered as 
-Occasional_ Activities. 
To determine the approximate extent to which an 
activity tended to be ~Major~ or ".Minor". this measure is 
... 
expressed as a per cent. The sum o:f the '~Major•• plus 
•, ' 
- .... 
"Regular" activities was divided by the sum o:f the ",Major". 
plus "Regular~ plus "Occasional 11 :frequencies. 
The same procedure · was used in determining where the 
activities should be taught in the opinion o:f the graduates. 
Activities listed under "In school" were added to those 
-listed under "In school and on the job'' and -the result 
divided by the total "In school,·~ 116n the job, 11 and "Both 
in school and on the job'' votes. 
Significant duties for Table XIV were selected from 
the general frequency list of activities in Table XIII. 
An activity '\'Tas considered significant if it was a major 
54 
or regularly performed duty. Activities which the employees 
highly recommended to be taught in school were also considered. 
significant. 
As shown in Table XIV, "Ans\-vering the telephone, 11 
- .. 
"Addressing envelopes," "Alphabetic filing," "Typing letters 
-
from longhand, 11 "Taking dictation in shorthand and tran-
scribing,11 "Folding letters and inserting in envelopes," 
11 Z...1eeting callers, 11 and "Composing letters 11 rated high in 
both time-frequency and school-training ratings. 
The following are some activities that were not 
included in Table XIV because of very low ratings in 
school-training recommendations: 110rdering supplies, 11 
- -
"Reporting on repairs of office," ":Planning work for others," 
- - -
"Taking dictation of minutes and. transcribing, 11 "Supervising 
employees during employer's absence," "Taking inventory," 
and "Soundex filing." 
Table XV contains a list of significant activities 
taken from the unclassified list in Table XIV and classified 
under six main headings for the convenience of teachers and 
students. Table XV condenses the elements of time into one 
figure, a time-frequency rating for ease in interpretation. It 
also contains a column referring to the school training rating. 
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TA.BLE XIV 
SIGNIFICANT A.CTIVI'l'IES PERF'ORNED BY BEGINNING OF!'"'ICE EMPLOYEES 
FOR 1flliiC;ff TRAI NING SHOULD BE GIVE,N IN SCHOOL 
. 
!>. t'r:: :>H '+-! •rl 0 CJ hr-1~ ·~ (j)""' +) ,..-.., 
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..0 C1l ~ C1l +l (j) H r:1 OSO' 0 0 :> C1l h·rl ·rl (j) 0:: ..c: >-;) ' r-1 r-1 H(!)(!) r-1 r-1 H Ul(!)H CJ 0 C1l OH !ii•rl ;:J <1lr:l~ Cf) 0 +l •JJ 0 '+-! 0 C1l 'L1 oor;: 
..c: 0 C1l ~ 0 (j)Q CJ q •rl ' E-t ~ ....._, 0:: ........ . 0 ..._.. 
"""' -~ 
Answering the telephone 73 32 37 6 92% 28 12 33 
Addressing envelopes 70 9 36 25 64% 56 3 7 
Alphabetic filing 69 9 45 15 78% 51 1 14 
1yPing reports, notices 66 9 34 23 65% 25 12 23 
Typing letters from longhand 64 3 17 44 31% 29 17 14 
Taking dictation in shorthand 
. arid transcribing 63 17 28 18 71% 60 0 3 
Folding letters and inserting 
.in envelopes 61 10 34 17 72% ~8 6 13 
Meeting call~rs 60 13 33 14 
·' 77% 24 5 31 
.. 
Composing letters 60 5 26 29 52% ~0 7 19 
, ~ ,I, Cf) ~ Activi-ty Cf) 
~ -Classifi-cation 
84% Gen. Off. Act. 
95% Typing 
99% Filing 
80% Typing 
72% Typing 
00% Sten. and Sec. 
89% Gen. Off. Act. 
92% Sten. and Sec • 
88% Sten. and Sec . 
~The sum of "l"Iajor" plus "Regular" activities divided by the total of "Major," "Regular, 11 and 
"Occasional" activities. 
-JH~The - sum of "School" plus "School and Job" reco:rmnendations divided by the total of all "School," 
"Job," and "School and Job" responses. 
c.n 
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45 9 
23 11 
9 12 
44 13.5 
22 15 
6 17 
17 17 
19 17 
78 20 
L8 20 
'I'ABLE XIV continued 
SIGNifiCANT AC'I'IVI'riES PERFOffiviED BY BEGINNI NG OFFICE EMPLOYEES 
FOR W}IICH TRAINING SHOULD BE GIVEN IN SCHOOL 
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Sorting material for filing 60 6 31 23 62% 33 11 19 
Using multiple carbon packs 59 17 18 24 59% 42 0 13 
F'illing in printed forms 58 3 27 28 52% 14 18 25 
Making folder titles and labels 57 6 18 33 42% 28 10 14 
'l'yping lists of various kinds 55 2 17 36 35% 19 7 26 
Typing cards for filing 54 3 21 30 44% 24 7 18 
Tabulating and statistical work 54 7 21 26 52% 33 1 17 
Copying from rough draft 54 9 16 29 46% 32 0 17 
Open, sort, and distribute mail 53 9 31 13 75% 3 28 18 
Typing inter-office connnunica-
tions 53 8 28 17 68% 19 8 23 
J; ~ 
,,, (/) 
~ ~ (/) 
........~ 
(/)~ 
Cl) 
83% 
100% 
68% 
81% 
87% 
.. 
86% 
98% 
100% 
43% 
84% 
Activity 
Classifi-
cation 
Filing 
'I'yping 
Typing 
Filing 
Typing 
Typing ~ 
Typing 
Typing 
Gen. Off. Act. 
Typing 
Cil 
Oi 
. 
0 
:z; 
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..j.) 0 
·~ :z: 
•rl 
'2 ~ () ~ <t, 
5 20 
2 22 
14 23 
38 24 
8 25 
90 26 
7 27 
10 28,5 
27 28.5 
40 31 
16 33 
28 33 
TABLE XIV continued 
SI~IFICAN'l' AC'1'IVI'£IES PERFORl'viED BY BEGINNDm OFfiCE EMPLOYEES 
FOR WHICH TRAINING SHOULD BE GIVEN IN SCHOOL 
. 
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Typing index cards (3 x 5) 53 2 19 32 40% 25 9 15 
Typing telegrams 50 0 11 39 22% 35 4 7 
Typing for.m letters 48 6 10 32 33% 15 10 19 
¥~king appointments 46 14 18 14 70% 15 6 25 
Cutting Stencils 45 1 11 33 27% 39 1 4 
Doing office housekeeping 42 3 23 16 62% 10 16 6 
.. 
Typing bills and invoices 41 1 12 28 32% 21 7 11 
Typing orders 40 3 11 26 35% 8 10 18 
Taking dictation over phone 40 1 10 29 28% 17 9 12 
Subject filing 36 8 18 10 72% 26 3 5 
Typing articles and manuscripts 35 2 13 20 43% 22 0 10 
Taking dictation directly on 
. typewriter 35 0 8 27 23% 25 2 8 
:c 'J 
-~ U) 
t-;) 
{!) !'f.., 
"f... 'J 
U)~ 
82% 
91% 
77% 
87% 
98% 
50% 
82% 
72% 
76% 
91% 
100% 
94% 
Activity 
Classifi-
cation 
Typing 
Typing 
Typing 
Sten. and Sec. 
Typing 
Gen. Off. Act • 
Typing 
'l'yping 
Sten. and Sec. 
:E'iling 
Typing 
Sten. and Sec. en 
"'1 
. 
0 
z 
t>. . 
+> 0 
·~ :z; 
•rl .!4 
+> 1=1 
t.) '~ ocr: 
48 33 
11 35 
15 37 
41 37 
47 39 
62 40.5 
88 42 
50 43.5 
80 43.5 
46 45 
24 46.5 
TABLE XIV continued 
SIGNI:F'ICAN'l' AClTVITIES PERFORV.t.I:W BY BEGThlUNG OFJ.i'IG'E EMPLOYEES 
FOR WHICH. TRAINING SHOULD BE GIVEN IN SCHOOL 
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Using Burroughs adding machine 35 1 13 21 40% 29 1 5 
Typing checks 33 0 11 22 33% 14 2 17 
Typing legal documents 32 3 7 22 31% 19 1 11 
Numeric filing 32 7 15 10 69% 26 1 5 
Keeping a f ollow-up file 31 6 16 9 71% 15 2 12 
Using Mimeograph 30 0 8 22 27% 23 2 5 
Making out requisitions 29 0 13 16 45% 9 6 11 
Using Monroe, Marchant or 
,~ >-;, 
1{ (/) 
>-;, 
i'i--(/) 
........ 
>-;, 
Cf) f"i--
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97% 
94% 
97% 
97% 
93% 
93% 
77% 
Frieden Calculator 27 0 8 19 30% 21 0 6 100% 
Checking bills and invoices 27 3 14 10 63% 5 8 11 67% 
Cross referencing 25 4 7 14 44% 14 7 9 77% 
Making master sheets f or 
- . - - - . 24 2 8 14 42% 18 1 4 97% g 
Activity 
Q1assifi-
cation 
Office Machines 
Typing 
Typing 
Filing 
Filing 
Office Machines 
Gen. Off. Act. 
Office Machines 
Gen. Off. Act. 
Filing 
Typing ~ 00 
. 
0 
:z: 
t- . 0 
·~ !2; 
·r-1 ~ 
~ f;:1 
u &1 <r: 
13 49 
87 49 
20 51.5 
74 51.5 
67 53.5 
12 56 
35 56 
79 56 
85 58 
65 60 
49 60 
TABLE XIV continued 
SIGNI FI CANT ACTIVITIES PERFORMED BY BEGINNI NG OFFICE ElviPLOYEES 
FOR vVHICH TRAINING SHOULD BE GIVEN IN SCHOOL 
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Typing from dictating machine 23 4 5 14 39% 19 2 0 
Making out receipts 23 2 11 10 57% 11 4 6 
Typing policies 20 1 5 14 30% 9 4 7 
Making Government reports 20 1 7 12 40% 4 2 11 
Balancing cash 19 3 8 8 58% 8 4 7 
Typing medical reports 18 5 5 8 56% 3 2 12 
Making out itineraries 18 1 5 12 33% 13 0 5 
Making bank deposits 18 2 2 14 22% 5 5 6 
Waiting on customers 17 6 7 4 76% 2 9 3 
Making pett y cash book entries 15 1 10 4 73% 8 2 3 
Sundstrand add-listing machine 15 1 3 11 27% 13 1 1 
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Typing 
Gen. Off . Act. 
Typing 
Bookkeeping 
Bookkeeping 
Typi ng 
Sten. and Sec. 
Gen. Off . Act . 
Gen. Of f. Act . 
Bookkeeping 
Off ice Iviachines 
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64 60 
42 62.5 
82 62.5 
57 64.5 
68 66.5 
69 69.5 
70 69.5 
52 73 
TABLE XIV continued 
SIGNIFICANT AC'l'IVI1'IES PERP'OR.HED BY BEGINNI NG OFFICE EiYIPLOYID.:S 
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l~g general journal entries 15 3 6 6 60% 8 2 5 
Geographic filing 14 3 3 8 43% 12 1 1 
Figuring pay rolls 14 0 5 9 36% 4 5 4 
Using electric typewriter 13 3 5 5 62% 8 3 2 
Posting to general ledger 12 1 6 5 58% 4 1 3 
Post ing to accounts receivable -· 
ledger 11 1 5 5 55% 4 2 5 
Posting to accounts payable 
ledger 11 1 6 4 64% 3 1 7 
Using Comptometer for adding 10 2 3 5 50% 10 0 0 
;~ 'J Cl) 
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77% 
88% 
82% 
91% 
100% 
Activity 
.Classif'i-
cation 
Bookkeeping 
l''iling 
Gen. Off . Act. 
Office 1-fachines 
Bookkeeping 
Bookkeeping 
Bookkeeping 
Off ice Machines 
~ 
0 




CHAPTER VI 
SUMMARY OF FINDINGS AND CONCLUSIONS 
Of the 110 check lists sent to the graduates of 
Vermont ~unior College, 98 were returned representing an. 
89 per cent return. From these returns the following 
conclusions were drawn: 
1. Eighty-nine per cent of the business graduates 
were employed in office-type jobs. Six per cent were 
married and at home, 3 per cent were full-time students, 
and 2 per cent were engaged in non-office jpbs. 
2. Forty-four per cent of the graduates obtained 
positions through personal application direct to employers. 
Joba were obtained by 18 per cent of the graduates through 
their friends or relatives. Private agencies secured jobs 
for 16 per cent of the graduates. Nine per cent of the 
business graduates obtained their positions through school 
referrals. Eight per cent secured positions by answering 
advertisements, while Government agencies assisted 2 per cent. 
Parents were responsible for 2 per cent of the graduates 
obtaining positions, and 1 per cent secured positions through 
other sources. 
3. Graduates feel strongly that a placement service 
should be maintained by the college where job counseling 
services would be available. 
65 
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4. All graduates reported that they were able to secure 
employment less than six months after graduation. 
5. Ninety-six per cent of the graduates reported that 
they were satisfied with their present positions, giving 
some indication that they were able to adjust themselves to 
their jobs without any great difficulty. Only 4 per cent 
reported that they were dissatisfied. 
6. Seventy-r.J.ne per cent of the graduates were employed 
in small offices. Eleven per cent were working in medium-
sized offices, and 5 per cent work in offices employing over 
50 clerks. Four graduates work in large offices employing 
100 or more clerks. 
7. Twenty-one, or one-fourth of the graduates, were 
employed in professional offices. Manufacturing employed 
19 per cent, insurance, 17 per cent, and public utilities, 
15 per cent. Ten per cent were employed by banking concerns, 
7 per cent in miscellaneous businesses, 5 per cent in retail 
concerns, and 2 per cent in public l'lelfare. 
8. Subjects which were most helpful to graduates were: 
typewriting, shorthand, secretarial practice, English, and 
psychology. 
9. The three highest ranking activities, according to 
the number of graduates performing themwere "answering the 
-
telephone, 11 "addressing envelopes," and ••alphabetic filing. 11 
67 
10. Typing activities were most ~requently per~ormed 
by the graduates. The typing activities very high on tlie 
~requency list were: "typing reports and notices," "typing 
-
letters ~rom longhand," "typing multiple carbon packs," 
11f'illing in printed ~orms, " 11fuaking folder titles and ie.bel s, rr 
"typing lists of various kinds," "typing cards for filing," 
"tabulating and statistical work," and "copying ~rom rough 
draft." 
11. "~ing dictation in shorthand and transcribing 
ranked sixth on the frequency list. Sixty-three graduates 
reported performing this activity. Of this number, 60 
graduates believed this activity should be taught in school. 
12. "Meeting callers," ,composing letters," and "sorting 
-
material for filing, 11 ranked ninth and were performed by 
60 graduates. The graduates felt that these activities 
should be taught in school as well as on the job. 
13. Business machines were not used as ~requently as 
was expected. The most frequently used machine was the 
BUrroughs adding machine. Thirty-~ive graduates reported 
this activity. One person reported using it "more than. half 
of every day." Eleven used it "occassionally tlirough the 
week, 11 and 10 used it "monthly or less o~ten. 11 
- -
14. Thirty graduates reported "using the mimeograph." 
-Fourteen graduates used it "monthly or~ less often." Only two 
persons believed it should be learned on the job. 
68 
15. "Typing from a dictating machine," ranked 49. Other 
machines used by the graduates were: Monroe, Marchant, and 
Frieden calculators which ranked 43.5, Sundstrand adding-
listing machine which ranked 60, the Comptometer for adding 
ranked 73. The Ditto and Hectograph were used infrequently. 
The majority of graduates felt that these machines should be 
learned in school as well as on the job. 
16. Bookkeeping activities appeared near the bottom 
of the list. The activities "posting to accounts receivable 
-
ledger," and "posting to accounts payable ledger," both 
-
ranked 69. 5. "Making ~ balance sheet, " and 11figuring trade 
-. - ..... 
discounts where chain discount is involved'both ranked 81. 
MOst of the graduates felt, however, that all these activities 
should be learned in school. Although they are infrequently 
performed, they are specialized skills and require more time 
to learn than can be devoted to learning on the job. 
CHAPTER VII 
RECOMMENDATIONS 
1. The findings of this study indicate that Wermont 
Junior College should investigate the possibilities of 
setting up a placement service for its business graduates. 
~s would serve as a good public relations measure and 
would be a valuable service to the students. 
2. More educational guidance and counseling should be 
offered to students than is available at the time of this 
study. 
3. Business English should be required in~ the 
secretarial curriculum. 
4-. Since many of the graduates are employed in 
professional offices, insurance offices, and banks, they 
should be adept at figuring. A course in secretarial 
accounting would be valuable. 
5. Frovision should be made in typewriting classes 
for more dictation to the student at the typewriter. 
6. The College should consider the feasibility of 
correlating school work ''Vi th actual job experience under 
school supervision. 
7. Answering the telephone and meeting callers should 
continue to be a major unit in~ the secretarial practice class. 
'7 0 
8. Emphasis should be placed on- those typing activities 
which are most frequently performed on the lob,; such as, 
addressing envelopes, typing reports and notices, typing 
let tars from . longhand, ; typing multiple carbon packs, and 
filling in printed forms. 
9. Filing activities which should be stressed most 
are: : alphabetic filing, sorting material for filing, 
subject filing, keeping a follow-up file, cr.oss-referencing, 
and geographic filing. -------
10. As most of the graduates of v-ermont .. Jlmior Clollege 
are empl:oyed in small·. offices, students should be trained 
to become proficient in1 several skills. 
11. Graduates should continue to receive training 
in operating various business machines, although the 
machines were used infrequently by the majority of the 
graduates. 
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October 10, 1949 
Dear Graduate: 
I am making a follow-up study of the graduates of the 
secretarial curriculum for the past five years to determine how 
successful - our graduates have been in securing positions for 
which they were trained and what activities are being performed 
by them. 
The data obtained from this study will be helpful in 
evaluating our present curriculum and aid in revising it, if 
necessary. This information will be valuable to future graduates. 
Without your help this survey cannot be completed success-
fully. I hope you will take this opportunity to render this 
service to your Alma Mater. Will you take a few minutes of your 
time to fill out the enclosed questionnaire and check list? I 
shall be grateful for your co-operation. 
Names will not be referred to in any way, although your 
signature is needed as a means of checking returns. You may be 
sure that all information given will be held in strict confidence; 
data will be used in tabular form only. 
As the success of this project depends upon the responses 
received, a reply within the next few days will be very much 
appreciated. A stamped, addressed envelope is enci sed for 
your convenience. 
Enclosures 
Sincerely yours, 
1 -e?/: , ' '--~,~ G?_ ~e~~a-<-
Rose E. Aulisi, Instructor 
Vermont Junior College 
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·~ . i you perform on zour--l?!.esent sish Check "X" only one . \'lhere should 
t.hic:o 'h"' +..,,.,.},+.? 
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I TyPing activities: 
1. Typing letters from 
longhand 
2. Typing telegrams 
3· AdaiesSing envelopes 
4. -- - --- -- --- ---- - ------Typing reports, notices 
.s. TYJ)Ingin<rex--ca.rds\3 x .5} 
-6. TypTng cards for filing 
7. Typing bills and invoices 
8. Cutting stencils 
9. Fi1Trng-rn-pr1Etea forms 
10. Typ1ng orders 
11. Typing clieclts 
12. Typing medical reports 
13. Typlng 1-rom <11ctat1ng 
machine 
14. Typing form letters 
1.5. Typing legal documents 
16. Typing articles and 
manuscri"Pts 
17. Tabulating and statistical 
work 
18. Typing-inter-office 
communications 
--19. Copying from rough draft 
20. Tyj;l1ng pollctes 
21. Typing posta.L cards 
22. Typ1ng 11sts of var1ous 
kinds 
23. Using multiple carbon 
packs with four or more 
carbons 
24. Making master sheets for 
liquid and gelatin 
duplicators 
. 
-
. 
-j 
' 
--
-- . 
Other tl}21ng duties 12erformed 
--
-·· -
- · 
77 
-
I 
Place a check "X" to indicate a .mate frennA,.,r.v _o_f__dnt.i "'~ vl'l,, ' { i1hA,.'(, IIYII t'\n<:> ) 
perform on your present job. I Where should Check "X" only one 
this be taught? 
~3 ct-t:>. .!.1 !:f.!.l ... r-1'11 r-1 (!) 0 r-1,0 
11:>. 
1]<0 J:l (!) ~ ~ J:l 0 0 $ ~ :>.a.> 0......, ~=~~ 0 r-I.P r-1 ,0 ~ J:l ... ct-t ..... Q.) ..clct-t 0 0 C) <D 
Job or activity 'I! Q.) a$ (!) :' rD..cl .p 0 0 ......, I'D~ ..cl I> ..cl I> 'I!.P J:l ~ .p ,PQ.) .PQ.) C) 0 I'D C) Q.) l=l l=l 0 g~ a m I'D ..cl ..... J:l G>Cf-t rDCf-t oll G) +" -~ 0 ,.. 0 CIJ c A+=> ~ Q.)r-1 l=l ~ Q.) (I) 0 1:1 H J:l .Pr'd H g~ 0 0 ~@ A 
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II Stenographic and Secretarial 
activities: 
25. Taking dictation in shorthand 
and transcrib~ng 
26. Composing letters 
27. Taking dicta-tion -over phone 
28. Taking<rrCtation directly on 
typet.rri ter 
29. Planning 1orork for others 
30. Su-pervising employees during 
employer's absence 
31. Writing letters of sympathy or 
congratulations 
32. Interviewing applicants for 
employment 
33· Taking dictation of minutes 
and transcribing 
34. Reporting on repairs and upkeep 
of office 
35. Making out itineraries 
. .. 
36 • .1ns1-rering the telephone 
--37. Meeting callers 
38. Making appointments 
- - ·- . 
....---=---
Other stenographic ~ secretarial 
duties not listed above: 
--
-- - -
•.-
- -
- - f----- -· 
III Filing Activities: 
39. Alphabetic 
40. Subject 
-
41. Numeric 
42. Geogra~ie' 
43. Soundex 
44. Making folder-titles and labels 
45. Sorting material for filing 
- -
46. Cross referencing 
47. Keeping a follow-up file 
Q_th~r f_iling dutiei! no~ liste_Q.: 
-·---
- -
-- ·· -
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Pla ce a check 11X11 to indicate ap:o_roxima te fre_Quency_ of duties Check "X" one. 
you Eerform on ;y:our 12resent job. Check "X" only one Where should 
this be taught? 
~ f-t tt-l~ tt-l ~ rl 0 riP rl cU rl cU .!4 ;g r:: 0 0 ~rd cUrd r:: (!) ~(I) 0~ ~ (!) (!) o.!<l rl.P r-1 p ~ ~ >. +> ;;t oM <l) ~tt-l 0 0 (.) <l) r:: f-t r:: f-t tt-l CJl (!) +> 0 0 .,..., . Cll,.t:l cU (!) cU (!) 0~ cU :s r:: ,.q +> ~ p. ,.q p. !til (.) 0 CJl (.) <l) r:: Job or activity +> (!) +> (!) (!) ~ (.)~ a til til ~ oM r:: r:: 0 0 !til (!) +> 0 a> tt-l til tt-l 0 f-t ~ a>rl r:: 
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Bookkeeping activities cont'd. 
" 
74. Making Government reports 
st~.t..e or f.e_deral 
--r-- -
75· Figuring trade discount where 
chatl]. _ _Q,_isq_oun ts are involved 
·-76. Figuring interest on notes, 
9-rafts •. etc. 
Other activities: 
---------
-·----
__ .____ _ .. ___ 
- -
--
- ---· 
VI General Office ~ctivities 
77· Ordering supplies 
78. 6"penfrig,--sort.ing~-and _ _ _ 
_d:istr!_~-~~ mail_ ___ 
-· ---79. Making bank deposits 
---- - - - -
--80. Checking bills-·and .. invoices--
r-· 81. Folding -ieit_ters and inserting 
-
... 
-i_g.i2_ _£_~ye 1 opes 
82. Figuring pny __ E.£1ls 
-
83. Doing cashier __ ~rork 
84. Taking inventoa .. 
85. Waiting on customers 
86. Keeping a phec~book 
87. Making out recei-ots 
88. Making out r.eguisitions 
89. Shaving dictation records 
90. Doing office }+ousekee-oine 
Othe~ activities not listed: 
--
-- - --- - - ·--- .. 
' - ----·- -
.I i I I 
· - -- - -·-- I 
